


TBRA Key Processing Steps

» Stepll: Marketing anﬁ Outteach Activities
o The Program Administrator’s (PA’s) matketing approach must address:
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> Step 2: Accept Applications
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> Step 3t Determining Eligibility
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x  How the program will be announced -
= Where applications wilibs taken
»  When applications will be accepted

Method for taking applications o
The willingness of owners to participate in the HOME TBRA program siguificanitly affects the options and

opportunities available to couper holders. PAs should conduct ouireach to owners of rental properties fo
stiulate their interest in the program. .

All application mmst be in written form as prescribed by MSHDA that enables the PA to determing houschold
incorne and eligibility. A tenart file should be created for each application. :
_This file should ultimately contam:

= Application

»  Documentstion of houschold’s eligibility

n  Caopies of program forms

»  Correspondence ‘
Generally speaking, PA’s will place all applicants who appear to be eligible on the waiting list, pending

verification of the information provided.

Applicants are selécted from the waiting list in the order established by the PA’s preference policy.
To determine the applicant’s eligibility, the PA must verify: '

®  The households eligibility for its preference stains

»  Ths household size and composition

a  Households income and adjustments to income
Applicants who are determined ineligible st be notified in writing of this decision, and must be given the

opportunity to appeal the decision. Applicants who are deterrmined eligible will be issued coupons.

» Step 4: Issuing Coupons
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‘The issuance of HOME Rental Assistance Covpon authorizes the household to begin the search for housing. -
The compon is generally issned in'person, during 2 counseling session with the household, ofien called the
TBRA Briefing, The purpose of the briefing is to ensure the household (1) understands their responsibilities,
as well as those of the owner and the PA, and (2) has sufficient guidance to make an informed choice of

housing.
The briefing should cover:
3 Roles znd tesponsibilities of the terant, owner and PA
»  Limitations on the rent the owner may charge
= Subsidy calculations
= Security deposit calculations
»  Coupon expiration and extension policies
*  Guidance in selecting a wnit
»  Iead-based paint information
_ = Fair Housing Information _ .
The PA should consider miaintaining a list of availzble properties to assist housshelds in their search.

> Siep 5: Unit/Lease Approval
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Once the household has located a unit and the owner has agreed to perticipate, the household and the owner
jointly submit the Request for Lease Approval/Rental Unit Information (this provides essential information

AHatare and

about the property). The submission of this doctrrent triggers the PA’s inspection, rent negetiations, and

review of owner’s lease.

Once the tmit has been approved, a fmal subsidy calcnlation is Tequired to determine the PA’s and the
ténant’s share of the Tent.

> Step 6: Contract/Lease Execution

o
» Step 7: Initi
: e

The Lease Agreement, Lease Addendum and the HOME Rentzl Assistance Contract zre execited.

ation of Payments .
Tn order to access fimds, information concerning the project mmst first be provided through the HOME C/MI

or IDIS systerns. As with all HOME funds, TBRA. draw down form the U.S. Treasury must be expended

within 15 days. Draws must be made at least monthly to cover rental agsistance payments.

PAs should maintain their financial records in such a manmer that is easily possible to summarize subsidy
amounts provided by household and by owner. PAs must report 1o the Internal Revenue Service anmually the

amount of rental income paid to owners.



MARKETING AND OUTREACH

' Puﬁiicfy announce avaifébﬂity of TBRA
Qutreach to prospective applicants
Cutreach to prospective owners

APPLICATION

Accept applications
Initial sereening

Place apparently eligible applicants on waiting list
Notify ineligible applicants |

ELIGIBILITY DETERMINATION
Select houssholds based upon preference

Verify household praferences, composition, incomea
Noifly ineligible applicants :

COUPON ISSUANCE
Conduct briefing for coupon holders

Issue coupen
Provide assistance to coupon holder during search

REQUEST FOR UNIT APPROVAL
Applicant/owner submit request |
P conducts HQS inspection

PJ determines rent reasonableness
PJ revisws ownér jease

EXECUTION OF DOCUMENTS

HOME Rental Assistance Contract
. HOME Lease Addendum

PAYMENTS BEGIN




